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Dr. Arnold Payne > 

Prnnrfllpci'TRD f . ■ 

P-. 0. Box 157 

Oonzal-es, Texas 786-29 / 

" . ... • : , I i 

' 1 i 

Dear Dr. Payne: ■ / 


t 


f 

• 


< 


f 


In reviewing the invoices ve have billed you, I fi,nd the / 

i oiioving . *' ./'■.■• . - - 

!j 




* 


During the past 12 months,' December 19 7 ^ 
through December 1975* Gonzales has been 
billed $1^6.30 for fixed as.set processing.* < 






Keypunch charges' equaled $32 . 00 during thi$ ' f' 
period. \ • . . 




4 


As ve " suspected , the system is quite economical to' maintain. 
I did not go back to 1973 to see the. cost of creating/ the 
file - the records are in storage at the warehouse - $bi*t 
memory tells me the creating keypunching cost was 'around - 
$^00 and creation processing around $100. 


• - 


s 


I hope the'se figures serve your purposes. Please call, me if 
more data is heeded. 

S.incerely, 






/fi i m *Ap h n s o n 

^Director, Fiscal Affairs e m 
and Data Processing 


*. 


\ 


jj:gf* 


*> 




* Our computer print-out requirements for the 1975 year were above normal. 
• 
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Foreword 



The following Hi rections and forms; are. .taken from. £hje~ results. -©£ -several 



\ » . _ ........ % 

raaotfcs "work In a cdo|^rative venture by \he Gonzales Independent School District, 



and the Educatiqn Ser^iice Center^ Ragloa.XXIi, tew ta develop a fixed asset - - 

. — _ — 1 

system, The expertise of Region XIII staff in fixed asset accounting 0nd * 
computer usage integrated itself with the practicality found in a school 
operation as the efforts of personal from the two staffs were coordinated to 
achieve the following major goals: 1 * 

1. To provide the Education Service Center, Region XIII, personnel with 
practical experience in developing a generalized computer based system. 

2: To provide the Gonzales- Independent School District with an adequate 
computer based fixed asset system, and that which could be used by other school # 
systjpms* * 

3. To provide educational research with a computerized inventory model 
which offers support for future educational program design costs and contributes 
to budget* preparation by a school system. ' 



Dr\ Arnold. Payne 

CoortHnator of Region/District Endeavor 



Region and School Officials 
Mr. Fred A. Havel, Jr., Superintendent, Gonzales Independent School District, Texas 
Mr. Jim Johnson, Director for Fiscal Affairs and Data Processing, Region XIII, Texas 



Mr. Steve Collcy, Project Leader, Region XIII, Tpxas 
School Staff, GonzaljGJi .Independent School DisLrlct, Texas 

Rof erenc e 

(R-l) Financial Accounting Manual , Bulletin 679, T.E.A.^Texas 
(R-2) Fixed Asset Maftual , Gonzales Independent School District, Texas 
O ii 
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I, 

: Inventory 

V'' , 
. '"* 

A > Variable ^Accommodation System 



For tnG convenience of individuals, departments, and/or records kept on 
particular items in the' school system, an inventory for materials and supplies 
can be easily included and yet kept apart from the fixed asset inventory. This 
is done by simply assigning a fund code number which is not found with the 
fixed asset system inventory. A^T other data found in 'the fixed asset system 
are applicable to the variably/ accommodation system inventory:- 

However, whereas fix^d assets are made accountable to the current inventory 
records , the ^ variab le-^ccommoclat ions are only accountable to. adminls trative 

regulations. For example: the administration of a school system may desire" 

/ 

to maintain a s t^ck of paper* on or above a minimum level throughout, the school- 
year. The scl^ol system through a Variable Accommodation System has the initial 
cost in purchase of paper and through periodic checks will be able to anticipate 
both need$ and expenditures. Furthermore, the areas where the greatest demand 
exists v?ill be evident through- the inventory system. 



/ 

/ ' 
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II. 

Inventory 
A. The Fixed A^set Systsm 
What is a Fixed Asset? 



Theory 



A tan g i b>e i x ed %£S,e 4 san generally be defined as 3^-;/ 
i'tem of material value which will provide benefits for a 
period of time grcatei* than one accounting period. Fixed 
assets include land, buildings , equipment , tools , furniture 
and cons truction- in-process . The accounting period for the 
Gonzales system is one year. t 
Texas Education Agency 

The Texas Education Agency has defined a fixed asset 

or capital outlay items as follows: 

Equipment costing $100 or more pey un-it and having 
a useful life expectancy of more than two years is 
considered to b6 capital outlay and costs, will be | 
entered and controlled in the General Fixed Asset 
group of accounts. (TEA : BUL- 679 , 1971; REQ-103) . 

It should be noted that the. requirements of Bulletin 679 are 

minimum; a school 'district may, if it wishes, apply a 

stricter definition of a fixed assets 

Gonzales 



The Gonzales Independent ^ehool District has made a 
statement of policy which defines those items to be included 
in its original fixed asset inventory. Trts policy- is both 
theoretically sound and complies with the standards set 
forth) by TEA. The criteria as to what is to be included 
in the Gonzales fixed asset system are: 



'6 



(R-2) 
2- 



II. 



(1) All items -with a unit cos"t of $10 or greater and a 

useful life of more than 2 years, and all items which 



, appear in the catalog system, 



Books and^ instructional materials which are not ca ta-_ 

logued and controlled by a central place (such as a 

library or media center) are not to be included. 

(3) Where a need was felt to affix increased accountability 

to certain items, those items would be included in 

« 

the system. 

ligw that the file \\<m& been, built for the fixed asset system, 
on^jT^^ose items purchased from the 6600 accounts will be 
ad#ed to the fixed asset file as the on-going portion of 
the system . 



Elements of a Good Fixed Asset System 

A good fixed asset system should provide up-to-date accounting 
information concerning th© fixed asset and provide a means of ' 
identifying and assigning responsibility for the custody of the fixed 
asset . 

Among the benefits of a good fixed asset system are: 

(1) An adequate * Set of records which summarize the financial 
transactions in an orderly fashion 

(2) An ability to quickly respond to inquiries by several 
outsid;e parties such a,s governmental agencies and 
concerned taxpayers 

(3) Aid in compi ling the school budget 

(4) Aid in the estimation of insurance needs 



II. 

Additionally, a computerized fixed asset system will provide 
increased confidence on the par^ of taxpayers that their taxes are 

being kept _ track of and an eajjJLer -mejji^^ r er - Qn ^tlijl E- 

the annual inventory of fixed assets within the school system. 

. Another important element of the f ixed asset, system i s the _ . . 

provision for physical control of the items. Because fixed assets 
are of the nature that. they ^have a higher value, it is especially 
important that the physical and internal controls over these items 
be more rigorous than that over items' which are cons idere'd supplies. 
There are two types of control over fixed assets which are generally 
accepted and are being used in the Gonzales, system: 
Group Control - - ^ 

Within the general theory of internal control there 
is the provision that items which exist in numbers greater 
than one (1) within a given inventory area (e.g. room in 
a school ) a/id exhibit the property that they are more or 
less indistinguishable from one another should be placed 
under group control. 

The Gonzales criterion for group control is that it 
applies to items not described under unit control, which do 
not have a serial number and include, but are not limited 
to, desks, tables, chairs, filing cabinets, etc. Where 
more tjian one of these items is in a room or area, their 
group descr ipiionVis to be used and the 'total quantity of 
the like items i&s to be used. To be combined as a group 
entry, the iterts must ngt have a serial number and must 
be similar in appearance, type of construction, and di- 
mension! Single units of items not having a serial 

8 
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!• jr 
1 

• 


• •' ." • • '• . ii. . ' • 

... - * ' 

number wili still be considered under group-control and 
will show a quantity of one (Example - one teacher desk in . 


T 




a given classrdom). ^ 






Unit Control . \ 






Unit control . generally applies to. those items which , 


• 




__^.„^^_... - ~- e -j- *aTT33TTo^aT" "s"iaTin^"ep^ 
should be accounted for on individual basis rather than a 


/ 




group bas i s . . * . 
j m The Gonzales system provides that all equipment items 










which have a serial number will be entered individually on 






data sheets under unit control. Such items will always 






show a quantity of one and will include, but are not limited 






to, machinery, vehicles, audio-visual equipment, office 






machines, etc. These are items, because of their nature, 






that the district wishes to account for individually. These 






items will have district identifying property tags attached 






to them. ° 






The property tags to be used under unit control arc 






metal and are to be physically attached to the piece of 






1 

equipment. The tags are controlled and assigned by each 






inventory area when the new acquisition is received. If 






there is a question as to whether group or unit control (and 


i 




the uso of a tag) is to be used, the Central Office should pe' 






contacted. 






The tags are to be attached according to the directions 






provided with the tag kit. The positioning of the tag should 






be adnrini-s t ra t i on policy and should be in such a position 






that they do no't inhibit the proper operation of the itom, 






and are not subjected to excessive wear or weather. 
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Because of the expense of the metal property tags,,, 
blocks of numbers have been assigned to each campus on 3 

pro rata basis according to the number of unit control 

• - «* " • • 

i terns observed during t no in it ia*T inventory . The individual 



inventory areas are to use the tags assigned to them, with 



Tfieif associated item numbers, antf^sfrou Id contact the Central 
Office when new tags are needed. When a new group of tags 
is needed, the Central Office wi 11 purchase 'them. .and al locate , 
the new tags by blocks to each' inventory area. The blocks 
of tag numbers and theur associated tag v numbers to be i use4 
at Gonzales for the first 2000 tags are: 



\ 



Inventory Area 
North. Avenue 
East Avenue 
High School 
Junior High 
Warm Springs 
Elks Hospital p 
Superintendent ' s Office 
Tax Office 
Cus tod ial Services 
Maintenance Services 
Transportation 
Vocational School 
High School Cafe 
Junior High Cafe 
North Avenue Cafe 
Fast Avenue Cafq 



Tag Block 
1- 269 
270- 520 

521-1275' 

1 

1276-1494 
149S-1S16 
1517-1531- 
1532-1592 
1593-1598 

1599-1648 
1649-1719 
1720-1903 
1904-1933 
1934-1944 
1945-1974 
1975-2000 



The next group of tags to be purchased, assuming that 2000 
arc needed, wouJd be serially numbered from 2001 to 4000. 

i0 CR-2) 
-6- 



• B. Responsibiliti es 

Campus Responsibilities 

a. . Initial receipt of items * 

b. Labeling of items 

c. Submission o f complete receipt information' 
^ ~ to business Office ; T 

d. Jnitiate tran.sfer/disposal/loss reporting 
^ — procedure =-^~~^ : : 

e. .Maintenance of adequate internal, cjwit.ro 1 
~ wer~assersr * — — 

f . Proper and timely completion of necessary 
reporting documents and submission* to 
Central Office 

g. Taking periodic inverftory of capital outlay 
. items 

)."■■■ 

Central Administration Responsibilities 

a. * Continued emphasis on the » importance of 

maintaining an accurate system — * 

b. Review and action on inventory report 
findings, transfer and d isposal ;r eques ts , 

- and burglary/vandalism/loss reports 

c. Supervision of the taking of a physical r 
inventory at least annually J 

d. Coordination of the activities of the 
. campuses and the Business Office to 

ensure operation of a smooth bn-going 
system , , • ]■ 

e. Overall responsibility for accuracy and 
completeness of the System 

Business Office Res pons ibilities 

\ 

a. • Responsible for all input to the computer 

b. Assure timely and correct addition(s) to 
the file of all new acquisitions 

c. Prepare all necessary corrections to the 
s system 

d. Accomplish in a timely fashion any changes 
that are authorized by central administra- 
tion 

*"■■ *j 

e. Responsible for producing the needed and 
reques ted computer rep or ts 

Education Service Center Responsibilities 

41. To aid the school system i M the implementation 
of the fixed asset accounting system 

b. To keypunch from* the submitted maintenance form, 
the information needed to update the fixed asset 
file 

c. To actually update the fixed asset computer 
file 

d. To supply to the school district computer 
print-outs which are necessary for tjie proper 

and timely implementation of the fixed asset^system 

- ' ' ' % 

-7-1 1 ^ 
11 (R-2) 
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* ii. 

C. Catalog Index * * 

nfr nitU r d - nd Gen " Hc ^ ui P- ' °8XXX^ Custodial Equipment ' 

n*555 ? f ^ C6 .^ qui pment ' -Q4£X~X- ^a-ftrterxti -Bqu ipurcmr- — 

21555 5 udx0 ." r Vl ? ua i !^ ui P ment ■ V 1>2XXX Transportation Equipment 

-sf5H" X QC *"i cclu 4--l4ulu*_^F^ 4SXXX At-hltrtic Equipment 

555 F c ,ome hcon - T rainin E , \ 14XXX .Musical Equipment 

n,05C Science Lab Equipment / 1SXXX Nfa'intennnce and Warehouse 

07XXX General Instruction Equip. ' 20XXX Land and Buildings 

* Each school should without difficulty be^able .to, determine its own catalog 
index. ' , K 

Another item of a f^uail f i xe*Ka > se t svstun is a cataloj; system 
which will identify the different articles in the system by the 
type of" furniture or cyu.ipmcnt whirlwit represents. The catalog 
system must be both specific enough to clearly distinguish different 
classes of fixed assets and general cjiough s ^ that the catalog * 
-system is not clattered with different classes of items. 

The catalog system used by lion r.a'l o^ , i s quite extensive and 
adequately ^Tovc-rs almost any fixed asset. In the formulation of 
the LJonr.j^fesT^ca tal o\\ sy str ( n , ' in all cases, the items are Listed^ 
alphabetically within ea». \\~ geni ra 1 class section in order to ' * 
fac f 1 i La lo .the search for -a particular catalog item. Al so > 
in most cases, the Items »ue in numerical :W'ciuenee. 

If it appears that there Is a fixed asset, in the inventory 
which \ *> not adequately described by <£he existing system, the 
ea'taLog system can be updated. Tl^i s can he easily done by placing * 
the item in the proper alphabetical position in the catalog and 
the'n a. igning to that item a /Catalog number which was nor 
prev i ou^ i> i n x\ .e . 
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( example ) , .-■ 

D. furniture and General Equipment 



Cha ir s " 

01102 Bea^ Ba-g 

01105 Executive, swivel 

01110 Fibergias 

01115 Folding 

,01120 Patio v " ' « 4. ' 

01122 PI as fie W " , . 

01125 Secretary, swivel 

01127 Side Chair " 

•01130 Student, 11 in. thru 18 in 

01133. Teacher's 

01135. Wooden, with arms 

01140 Wooden', without arms 

0114 5 Lounge 

01150 With Casters 

Stools , 

01205 • Fiberglas 

01210 Wood i . . 

01215 Metal 

01220 Step 

• Sofas 

01302 Couch 

01305 Sectional 

01310 Sofa,- 2 place I yv,'- 

01*31.5 Sofa, 3 place 



' Tables 

01403 Art ' 

Bakers (See Cafe.) 

01405 Cafeteria 

01407 Conference 

01409 Coffee 

01412 Dining fj chairs 

0141.5 Drafting „ 

01418 End 3 '** 

01421 Lab 1> 

014^4 Library 

01427 Picnic 

01428 Projection 
01.4 29 Reading 
014-3 0 Rolling 
01433 Sewing machine 
014 36 Shop ■ 
01443 Typing 
01447- WoodsfT 
01448 Work 



Desks 



in 



014 52 Adjustable v 

014 55 Art : . , 

01457 Check-out >; 

014 62 , Executive 

014 63 File Desk ' * • / .. 

01465 Secretary 

014 71 Student, 21 in. -29 

0147?., Student, double 

014 74 Jablet Arm (Chair-Desk) 

0147 6 Teacher's / 

014 7 7 Typing { ~ 

014 79 Wooden 

Cabinets,, Files, Shelves , 
Cases, Racks^ Stands 



01503" 
01506 
01509 
01511 
01512« 
01513, 
01514 
01515 
01516 
01517 
01518 
01521 
' 01522 
015 24 
01525 
01527 
01530 
01535 
•01537. 
01538 
01540 
01544 
XXX 545 
01548 
01550 
01551 



metal 
Wood 
Apparatus 
Di splay 
Filing, 
Filing, 
Music 
Storage 
File 



Bookcase 
Bookcase 
Cabinet , 
Cabinet , 
Cabinet , 
Cabinet , 
Cabinet , 
Cabinet , 
Card Index 
Crodenza 
Rack , Book 
Rack, Bicycle 
Rack, Coat 
Rack ? .Magazine 
Rack, Record 
Rack, Weight 
Shelving, Movable 
Stand, Atlas . , 
Con due tjors 
Chart 

Diet ionary 
Newspaper 
photocopy 
Speakers 
Television 
•Work 



Letter 
Legal 



i 



Stand , 
Stand , 
Sta'nd , 
Stand , 
Stand , 
Stand / 
Stand , 
Stand , 



Trucks and Carts 

01553 Book Truck ' • 

015 54 . Hari'd Txuck 

01556 Cart 

01560 Dolly 

' Welding cylinder (See Voc.) 



ERLC 
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O 1 in. . . 

REPORT FORMS 

, A-l. Inventory Report Form 

' CAMPUS/ORGANIZATION 

< I AFTER THE ANNUAL . INVENTORY , THE 
• DIRECTOR WILL RECONC ILE 'ADDITIONS 
A#D DELETIONS AND COMPLETE BOTH ■ 
COPIES OF" THE FORM -TO -SHOW THE RE- 
SULT OF THE RECONCILIATION WITHIN, 
HIS OR HER CAMPUS. 



CENTRAL 



OFFICE 



RE CONC ILE I N VENTORY 
REPORTS FROM ALL J 
CAMPUSES- 
ARE THERE ANY DELE- 
TIONS INDICATED 
NECESSARY? 



YES 



NO 



CENTRAL OFFICE 



WERE THE ITEMS 
PURCHASED WITH 
FEDERAL FUNDS'? 



NO' 



V 

CENTRAL OFFICE 
IF NECESSARY; INDICATE TO TlIE — 
CONCERNED CAMPUSES THE LOCATION 
OF THEIR ITEMS AND INSTRUCTIONS 
AS TO WHETHER THEY SHOULD BE* 
RETURNED^ O.R PERMANENTLY TRANS - 
... 'FERRED. 



•< YES 
CENTRAL OFFICE 



CENTRAL OFFICE 



OBTAIN PERMISSION 
FROM THE APPROP- 
RIATE GOVERNMENT 
AGENCY TO DELETE 
THE ITEM FROM 
INVENTORY. 



PER- 
MISSION- 
RECEIVED 



7> 



COMPLETE THE] 
INVENTORY • 
FORM GIViNG 
PERMISSION 
TO REMOVE 
SEND COPY 
8 2 TO THE 
ORIGINATING 
CAMPUSES 
•RETAIN " 
ORIGINAL 



COPY 



CAMPUS/ORGAN I ZAT ION 
RETAIN COPY 02 ON FILE. 
ONCE. THE CHANGES HAVE 
BEEN MADE BY THE CEN- 
TRAL OFFICE AND THE 
NEXT COMPUTER PRINT- 
OUT REFLECTS THEM, 
DISCARD .GOPY S"2 FROM 
THE FILE? 



ERIC 



CENTRAL- OFFICE 



cdMPLETE THE FIXED ASSET MAINTENANCE 
FORM TO REFLECT THE CHANGES TO BE 
MADE IN THE ^FIXED ASSET INVENTORY. 
WHEN ACTUALLY SHOWN ON JHE COMPUTER 
' PRINT-OUT, DISCARD COPY ffl 

. - 14 
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A-2. GONZALES INDEPENDENT SCHOOL DISTRICT 
FIXED ASSET INVENTORY SYSTEM 

INVENTORY REPORT FORM 



INSTRUCTIONS: Identify the areas for which you are responsible, complete thi? certification block and list any assets not located 
when the inventory was taken. Turn this report in to the Su^rintendent by the prescribed tirr#, 



A. Inventory areas for which you are responsible ^CLS f~ /$VA> /V M . £F./ ^fT* C.L^i/^), i 

B. Date of computer inventory listing \, *? *rf . ^ " jf 

C. Certification of Inventory: ]' „ \ 

I certify that a complete inventory 6f the inventory areas for which I am responsible has beerf takenind that all items on 
the listings were physically observed except those items listed below. For the itejr>* listed below, I |eVtify that*a complete 
search of the premises has been made and that staff members have been questioned concerning the whereabouts of the 
item(s) and that the items cannot. be found and are presumed losf. . 

MISSING ITEMS (IF NONE, ENTER NONE) ■ 

v LOCATION ' ASSET 

_ 1. ^i^CS^IpN...^-.: ARIA '[ VALUE 

oy«#r^«a</ frtUiTd* tff3ZlA: /^oc 



TAG 
NUMBER 



FEDERAL 
FUNDS | V) 



CIRCUMSTANCES OF LOSS: Give ail kn own facts concerning each loss such as who discovered the loss when the Item 
was lesf seen, what stops have been taken to locate the item, and what safeguards were (n effect (referbnco the -tag 
number). 



JLoSSL-jti 



7 



JZa—JiClm &Y-<.-JTte*^.^tSkri/4 . m _ , 



Signed by 



.Date 



D. The following items are not assigned to my inventory area but wore found in my area at, the time the inventory was taken: 

ASSET DESCRIPTION 



TAG 
NUMBER 



0 

ERIC 



Report completed by^ 



REMOVAL FROM INVENTORY AUTHORJZATION 



i Date_^!r^^ZK- 



Authonzation driven by rr : information — 

Dtf. Arnold Payne 

' P.O. Box 157 

~ " Gonzales., tfexas 7§629. -n*. J[ 5 



• USINESS OFFICE USE 
Loss ontries mado by 
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III. 



b^i .Equipment Checkout Card 



CAMPUS/ ORGANIZATION 
COMPLETE BOTH COPIES [WHITE 
AND BLUE) OF THE CHECKOUT 
CARD AND HAVE THE REQUESTOR 
SIGN THEM 



WHITE COPY 



BLUE COPY 




CAMPUS/ ORGAN I Z AT I ON 



RETAIN * 
ON 
FILE 



EQUIPMENT 



ATTACH THE BLUE COPY 
PHYSICALLY TO THE v 
ITEM 



•EQUIPMENT IS RETURNED 



CAMPUS/ ORGAN I Z AT I ON 



PULL THE WHITE,, COPY 
AND COMPARE WITH - 
BLUE COPY ON THE 
RETURNED ITEM- 
COMPLETE THE WHITE 
AND BLUE COPIES 



WHITE COPY 



BLUE COPY 



CAMPUS/ORGANIZATION 



RETAIN WHITE COPY ON 
FILE 



PERSON WHO CHECKED 
OUT EQUIPMENT 



BLUE COPY SERVES AS A 
RECEIPT 



16 . 



-12- JL 
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in. 



B-2. EQUIPMENT CHEQKOUT CARD 

NAME OF AREA/CAMPUS. ZSl * E $.Y&JVUJL_£/*r%_^^JD 



BEFORE ANY EQUIPMENT MAY LEAVE THE AREA THIS CARD MUSJ BE COMPLETED WITH 
, APPROPRIATE SIGNATURES 

, EQUIPMENT X>ZSZK\V\\0\\J^fy^ ffi/f&3.JL3/fZ 

EQUIPMENT TAG NUMBER_._ 33 £ , _ 

DATE OF CHECKOUT ~ 7 ¥> DATE TO BE RETURNED o$~ ~ 3.0 ~7 



LOCATION OF EQUIPMENT DURING CHECKOUT_($jgtf ZoJ£S^Lt^l~l-hhf*!fp 



SIGNATURE OF PERSON REQUESTING EQUIPMEN T, 

SIGNATURE OF PERSON APPROVING REQUEST^ 

CONDITION OF EQUIPMENT., ScL TJ S^OUCXOZy. 

DATE EQUIPMENT IS RETURNED. oTr / T.~ 7 K 

SIGNATURE OF PERSON CHECKING IN EQUIPMENT 
CONDITION OF EQUIPMENT 



Gonzales Independent School District 



Information 
Dr. Arnold Payne 
P.O., Box 157 
Gonzales, Texas 78629 




-1-3- 



(R-2) 



C-i, Request for Permanent Transfer or Disposal 

of Fixed Assets 



REQUESTING 
■CAMPUS/ ORGAN I ZAT I ON 



COMPLETE SECTION A OR B AND SEND 




ALL 3 


.COPIES TO. 


THE CENTRAL 






OFFICE **'•': 






PERMANENT 


DISPOSAL 




• -\ \ 









CENTRAL OFFICE 



CENTRAL OFFICE 



COMPLETE A FIXED 
ASSET MAINTENANCE 
FORM TO REFLECT 
THE CHANGE . ONCE 
THE CHANGE IS 
SHOWN ON THE NEXT 
COMPUTER PRINT- ' 
OUT, COPY 11 CAN 
BE DISCARDED. 



CENTRAL OFFICE 



UPON APPROVAL RE- 
TAIN COPY #1 AND 
REROUTE THE OTHER 
2 COPIES 



CCPY -2 



•WAS THE ITEM PURCHASED WITH 
FEDERAL. FUNDS? - * 



YES 



NO 



COPY IT 3 



"TO" INVENTORY 

AREA 

ARRANGE WITH. 
"FROM" AREA TO 
PHYSICALLY 
TRANSFER THE 
ITEM 



ITEM 
ITRANS- 



"FROM" INVENTORY 

AREA 

ARRANGE WITH "TO" 
AREA TO PHY- 
SICALLY 
TRANSFER THE 
ITEM " 



' CENTRAL OFFICE • 
tOBTAIN * PERMISSION FRW 
THE APPROPRIATE GOV'T 
-AGENCY TO DELETE THE 
' ITEM FROM THE IN- 
VENTORY 



t, 



PERMISSION 
OBTAINED 



CENTRAL OFFICE 

COMPLEf E The! FIXed ASSe-T 

MAINTENANCE FQftM TO REFLECT 
THE DISPOSAL, COPY «1 MAY 
BE DISCARDED ONCE THE CHANGE 
IS ACTUALLY SHOWN IN THE 
NEXT COMPUTED PRINT- OUT * 



CENTRAL OFFICE 

up^n appro vax "retain 

COPY n AND DISCARD 
COPY #3- 



COPY 

// 2 



RE QUESTING CAMPU S/ ORGAN I NATION 
DISPOSE OF', THE ITEM: ACCORDING"" 
TO THE INSTRUCTIONS INDICATED 
ON COPY 0 2 



9 

ERIC 
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Ill* 



J 



• ' C-2. GONZALES INDEPENDENT SCHOOL DISTRICT 

FIXED ASSET INVENTORY "SYSTEM 

REQUEST FOR PERMANENT TRANSFER OR DISPOSAL OF FIXED ASSETS 



Q Permanent Tranifor (Use Section A Only) 
. j?(f Disposal {Use Section B Only) 

Date r. *Q . 



EQUIPMENT 
ITEM 
NUMBEG 



AND 
SERIAL NUMBER 



* 


* 

QUANTITY 


TOTAL 
CARRYING 
VAtUt 




__/__ 




..... 








■ f ~ 















SECTION A ; 

PERMANENT TRANSFER: It is roqucsfed that tho equipment listed above bo transferred 
, FROM / 



TO 



AREA .... . . ./...- AREA 

ROOM ........... - - ...... ROOM 

REMARKS \ 
"TO" AREA SIGNATURE 
"FROM" AREA SIGNATURE' 

CENTRAL OFFICE APPROVAL . . - 

SECTION B 4 

DISPOSAL? It (s revested that tho oquipmont listed above bo disposed of from iht&tifJT /7V£&tl£-Ci$/.JjM*niory. 
IMPORTANT: Were any <of tho items listed above bought with Federal funds! 'Q Yos Q No □ Unlcn own 
DISPOSAL REASON S^&fiPP/Stb 



APPROVAL DATE 



{cq. S.nio T».id« In. Sr.fflppotf U\e(J io# P<iffi) 



I, To be Sold to 
2* To bo traded-in on 
Suggestod Vendor 



1 



.Value to be received.. 
„VaIue to bo roeoivod_. 



3. Scrap disposition suggestion TO £d£ r/ftfOW/Y ~ 
Estimated scrap value ® 

4. Hthnr Radians - • 

remarks T#< /rtftx u/ckS T~0ft9//y .. w-cV- ~<ao*i&'i--sf}>PV-£~ 

' ^.r'Z,-,,. Information 



q Requesting 
j; |^j£"S!gnaf ore _ 



19 



Certtrol Office Information 
Approval Signa«uro^_Dr. Arnold Payne 

_ . Approval D.- ;_ P ' 0, Bo3t 157 

Gonzales, Texas 78629 

-15- (R-2) 



III. 



D-l. Miscellaneous Change Form 



CAMPUS/ORGAN 1ZAT I ON 



COMPLETE BOTH COPIES OF THE 
FORM TO SHOW THE CHANGES 
THAT ARE DESIRED. SEND BOTH 
•COPIES TO THE CENTRAL OFF! 



JOTH 
; lCE 



CENTRAL OFFICE 



UPON APPROVAL RE- 
TAIN THE ORIGINAL 
AND SEND COPY 112 
TO THE ORIGINATING 
CAMPUS 



COPY It 2 



CAMPUS/ OflGAN I Z AT I ON 



RETAIN COPY t2 
FILE UNTIL THE 
CHANGE IS SHOWN ON 
THE NEXT COMPUTER 
PRINT-OUT 



COPY »1 



CENTRAL OFFICE 



COMPLETE A FIXED 
ASSET MAINTENANCE 
FORM TO REFLECT THE 
DESIRED CHANGES. 
RETAIN COPY II 
UNTIL THE CHANGES 
ARE SHOWN IN SHE 
NEXT COMPUTER 
PRINT- OUT 



-4 1 
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III. 



D-2. GONZALES INDEPENDENT SCHOOL DISTRICT 
FIXED ASSET INVENTORY SYSTEM 

MISCELLANEOUS CHANGE FORM 



PURPOSE: Tho Miscellaneous Change Fdrm is to bo used to report tho following changes in the condition of fixed assets: (1) A 
change In ca»a|og number, (2) A chango in description, (3) A change in room numbor, |4) Other mossagos concerning 



a given asset. If is not to bej used to report a loss or a transfer of an asset. 



INSTRUCTIONS; Lit! item number of jissot in column I. Detail tho requested chango in column 2. Use tho following chango for- 



mat 

CHANGE 



EXAMPLE: CHANGE. 



i in 

J ITEM 
NUMOEft 



Catialog Numbor 



-~TO_ 

...TO. 



20102 



(2) 

DESCRIPTION OF CHANQE 



- <rfk sty-*.. _ Phj r~ CPJ F.. 



Changot RoquesUd 6/, 



Change! Authorized Ey_ 



ERJC 



H f- 



Inf^rmaiion 
Dr* i Arnold Payne 
p *°> Bok 157 
Gonisalei, Texas 78629 

V3> ! 



21 



-17- 



BUSINESS OFFICE USE 

Changes Entered By ■ 

Date. . 



(R-2) 



T 



in. 

E-i. Burglary/Vandalism/Loss Report 



CAMPUS/ORGANIZATION 



"COMPLETE BOTH COPIES AND 
SEN!) TO THE CENTRAL 
OFFICE 



-r 



CENTRAL OFFICE 



WAS THE ITEM PUR- 
CHASED WITH FEDJGRAL 
FUNDS? 



YES 



NO 



\ 



CENTRAL 



OFFI-CE 



OBTAIN PERMISSION FROM THE 
APPROPRIATE GOVERNMENT 
TO DELETE THE ITEM 
FROM THE INVENTORY 



CEN TRAL OFFICE 
COMPLETE A FIXED 
ASSET MAINTENANCE 

FORM TO REFLECT 
THE CHANGE 



PERMISSION 
OBTAINED 



CENTRAL OFFICE 



CAMPUS/ORGANIZATION 



1. AUTHORIZE REMOVAL 
FROM THE\ INVENTORY 

2. RETAIN TfNj ORIGI- 
NAL COPY ON FILE 


COPY 

12 y 


RETAIN THE COPY ON 
ON FILE. 





» 1 




22 
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III. 

E-2. GONZALES INDEPENDENT SCHOOL DISTRICT 
FIXED ASSET INVENTORY SYSTEM . 

BURGLARY / VANDALISM / LOSS REPORT 



1 



INSTRUCTIONS: Complete this form as completely as posiiblo. If is the original rtcord detailing thy loss and as such will be 
used for police and insuranco reporting. It is vory important: that all portinont facts concorning th« loss b» de- 
tailed. Uso » separate form for •ach Horn involved, ^ 

A. Typo of Loss (Check Ono): 0ft Burglary Q Vandalism Q Mysforious Disappearance 

B. Was tho itom federally funded? $ Yos □ No □ Unknown 

C. Complete description of the itom including tag number, description of the item and manufacturer's serial number if known: 

(Tafc-Tf-#p.pp.f>{>&Z2£- 2 I 

D. To what area is the itom assigned... 

E. Carrying valuo of asset $ 

F. Nemo and title of person discovering 



G. Location of itom when thoft/damago/lois occurred. 



H. Date and time of discovery of the loss /mTjJJ 2.£_^_-£!i*0 /t—/2X 



I, Last date and time tho item was observed and by whom:. 



J. BURGLARY— Do scribe, any physical evidence of tho thoft or anything out of tjio ordinary in the vicinity of the theft: 

VANDALISM — Describe the typo and 'extent of tho damage done: 
\ j 



K. Approximate date and timo of tho thoj^/damago . „fi£G jQ.tJblty 
L. To whom was the loslrMjaorted: 

0 Police; Attach a ciJpy of tho police report if possible 

Qtf .Su^4k//vi£^ 

M. Describe tho safeguards used »o protect the item . EA.£ t/pD.tT iXJ/^dmKAlt G ?|^/"Qfly*^_ 



Report complofod.by: . 
Roport accepted by:_. 



-Date. 
-Date- 




REMOVAL FHOM INVENTORY AUTHORIZATION 
Authoruation given by ^ 
Date.,, * 



Information 



Dr. Arnold Paytje 

P.O. Box 157 

Gonzales % Texas 786^9 -.19- 



•U5INESS Oft\Cl USt t 

Loss entries made by 

Dato_ ^ 



"23" 
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IV. 



A_i . Fixed Asset Maintenance Form 



CAMPUS/ ORGAN I Z AT I ON 



Inventory 

REPORT 
FORM 



PERMANENT 
TRANSFER 
OR 1 
DISPOSAL 
FORM 



BURGLARY 
VANDALISM 
LOSS' 
REPORT 



MISCELLAN- 
EOUS CHANGE 
FORM 



— wm 

ACQUISITION 



CENTRAL OFFICE 



COMPLETE THE\ S MA 1NTENANCE FORM ENTRY OF 
EACH ITEM INVOLVED AFTER MONTHLY RECONCIL- 
IATION OF ADDITIONS AND LOSSES ' ON THE 350 
REPORT WITH MAINTENANCE FORM ENTRIES. .SUB- 
MIT FORM TO ESC WITH A COMPLETED DATA PRO- 
CESSING REQUEST F O RM . 



LDUCATION S 



•a. 



•RVICE 



CENTER 



KEYPUNCH INFORMATION FROM 
THE MAINTENANCE FORM AND 'UP- 
DATE THE COMPUTER FIXFD ASSET 
INVENTORY FILp 




DATE\QF Nfi'XT 
FIXED A^ SET 
INVENTORY 

J 

CAMPUS/ QRGAN I Z AT I ON 
El¥^ 



CAMPUS WILL RECEIVE THE FIXED ASSET 
COMPUTER PRINT-OUT WHICH INCLUDES 
THE CHANGES SHOWN ON THE FIXED ASSET 
MAINTENANCE FORM 



-20- 
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IV. - 

I , • . ' 

1 # . B/N ew Acquisition/File Update 

V Fixed Asset Maintenance Form . ■ 

\ 

The purpose of the Fixed Asset Maintenance Form is to update the computer 
file on fixed assets. The update may be the tesuLt of new acquisitions, errors 
discovered by an inventory review, or disposals or 'losses of fixed asset^s. 

New Acquisition - The concerned campus must provide the appropriate item 

number or numbers and room number or numbers fane each item or group of items to 

the central office by writing therfi on the Receiving Unit copy of the w purchase 

order.* The central office will then complete the report. 

V. New Acquisition Procedure 4 _ ^ ' * .''^ 

t 

4 I. Campus/Organization Activities 

fffr j fr ^pfritaj. outlay item is received at campus /organization 

B. Director* completes Receiving Unit copy of purchase order denoting 
following items on the P.O.: 

1 . Quantity received 

2 . Date received 

3. Receipt signature 

The above information has always been provided by the principal 
as it is needed information to process a bill for payment. -In 
addition, the director* would supply the following Informatiq)^ 
(needed fbr inclusion in the fixed asset system) on 6600 acquisitions: 

4. Catalog number 1 

5. Item number 

6. Room number 

7. Serial number of machine if applicable . , - 

C. Director* affixes property tag to a unit control item 

D. Receiving copy of P.O.* is sent in school mall to the Business Office 



2.G 

EMC ' ' n ' ' lR ' 2> 

V 



II. Business Office Activities 

A. Receives receiving report copy of P.O. from campus 

B. Pulls accounting copy of P.O. anti the associated invoice and 
processes Jfc>ill for payment in normal fashion 

C. If the transaction involves a 6600 account, the Business 
Office completes a fixed asset maintenance form to enter the 
capital outlay acquisition into the fixed asset system 

' D. Transaction documentation is then filed as usual 

E. Monthly, upon receipt of . the 350 report, the Business Office 
prepares a schedule resulting in a dollar total by fund of 
monthly increases in the 6600 accounts. (For funds not on 
7 computer, .monthly increases in manually kept 6600 records would 

be determined similarly.) / 
' - * • . . • V * • 

. F. At end of month, a dollar total of fixed asset acquisition 
entered on .the maintenance form would be obtained. 

G. If the totals of item E and F agree, the maintenance sheets 
are sent to the Setvice Center for processingv * . . 

H. If the totals of items E and F don't agree, the Business 
Office must resolve the dif f erence(s) and then forward the 
maintenance forms to ESC for processing. 



*Where the inventory\director is the campus "principal, the data 
"required is entered on a fixed asset maintenance form. This form is 
submitted along with his six weeks report to the superintendent. 



Stamp for Invoices 

' <- Fixed Assets \ 

1. Item No : 

2 Catalogue No. " . 

3 Serial No. . ^ . 



4 Date Received 

Quantity Received 
\\ Uoom No. m 

7 signature 

8 i .heck 
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2 f ile Update , - Qnly the item number, and the updated or 

changed entry must be completed. All othej: blocks 
can remain blank.' 

Example 1: An 'incorrect serial number was entered in 
* the description block during the first inventory.. - 

We now wish to correct or update our fixed ass^et 
file to show the correct serial number. 
Since** this is an update and only Card 1 is in- 
volved, and because the description block is , / 
. v 4 on this, card, we complete the Card 1 item number 
and complete' .thd ,entirte description block with 
the new serial number. The update is complete 
» and it is not necessary. to complete Card 2. 

' Example 2 : An item which was purchased with consolidated 
• application funds was stolen. First permission 
must be obtained from TEA to delete the item 
.from the inventory and a Bur glary/Vandal ism/ Loss- 
Report "will be filed. ^Upon. approvals from TEA, 
mamgr the item;number will be completed on Card 2- and 

the status code will be 2. This will complete the 
form to show the theft. " . ; 

B-l. Maintenance Form Completion ' i ■ , 

School District - Gonzales I.S/D. 

County District No. - 089901 

Prepared By - Name of the person in .the 4 central 'office who 

prepares the form. '* 
Date - The date on which the form was completed. . " *• 

' " . ■ - . 28 (R-2) 
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* ' B-2. Maintenance Form Completion \ m 
CARD 1 v - I 4 (continued) . ' ; 

Item Number (1-10) .-, This is & unique identifying code 
which designates either a single item or group of 
i tents . The number 'is to he supplied to the central 
office and controlled by each inventory area. The « 
item -number must always appear on the card. 
Catalog Number (11-2.0)'.- Thi§ is a number code which 

categorizes items by their function, description and/or 
use. The catalog numbers are to be found in <the 
catalog system and are to be ent-ered by the central 
office. In' the event that an item -cannot be adequately 
described by ):he existing catalog structure, the item 
can be given a'catalog number not in use. 
Descript iW-Sgrial Number *(21-70) - This is a written 
description of the item involved which will most 
^easily identify' the item. If unit control is desired, 
the serial number should be entered in this space 
also, preferably to the r-ight side of the blo£k. 
Also, helpful information might include the manu- 
factures name and the model number. Abbreviations 
are o'fteru helpful. • t * 

Location Code (71-73) - This is a code which refdrs to 

the campus and/-or organizational unit to which the \ 
" ■ . item is as s igYied . 

Gonzales High School 001 ' 

Gonzales Jr. H i gh School ' 042 

North Ave. Elem-. School ; 103 
East Ave. Elem. School, 101 ' 



-25-. ^ 0 
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Warm Springs Hospital School 


.003 


Elks Hospital School 


102 


High School Cafeteria 


930 


Junior fjigh School Cafeteria 


• 931 


North Avenue Cafeteria 


- ' 93^ 


East Avenue Cafeteria . 


» 933 


Superintendent's Office 

* < 


901 


Tax Office 


910 


Custodial Services 


915 


Maintenance . Services 


916 


Transportation (Buses); 


925 ' 


Vocational School 


002 



Fund (74-76) - This is a numerical code which identifies 
the source of funds used to purchase the item. For 
an explanation of the' fund coding system refer to 
Texas 'Ed-ucation Agency Bulletin 679 ,, Fund Code - 
'Description, CDE-402. 

Number of Units (77-80) - Enter the quantity of^the items 
referred to in the ^c^escript ion block^This may be 
one (1) or greater for group n control but it must' be- 
one (1) for unit control. Move the number as far 
right^ as possible. 

j j B-3. Maintenance Form • 



Item Number (1-10) - Same as for Card I. 

Purchase Order Number (11-17) - This is the number of* the 
purchase order involved in a new acquisition. It is 
to be completed by the central office from the 

-26- 



Receiving Unit jzxrpy x>f the purchase order after the 

■ 

item has been received. Where there is no purchase 
. order involved, leave this block blank. Movfe.the 

number, when used* as far right as possible ♦ 
Check/Voucher Number (18-25.) - This is £h$ number of the 

check used to pay for the item, 1% is to be 

completed by the central office and moved as far 

right as possible. 
Acquisition. Date (26-31) - This is the date on which the 

item is* actually acquired and , in most c^ses , can be 

Obtained fram the Receiving Unit copy of tlie pur chase * 

order . 

Exampl e : The Receiving Unit copy states that the 
item was received on May"16, 1974. 
Enter 051674 

Acquisition Code (32) - This code explains how the item 
was acquired: 

1 - It was a newly purchased item. 

2 It was a, replacement item not obtained with 
school funds , e . g . , an insurance replacement 
for a stolen item,**' * 

3 - It was a donated item. 

4 - It was purchased by a campus organization, booster 

club, or PTA. 

Status (33) This code describes the correct status of 
the item: 

1 - Active 

2 - Stolen 

31 - ■ 

-27- "(R-2) . 



IV. 



i 



er|c 



3 - Retired % . 

4 - Des troyed 

5 - Delete from File 
Estimated Useful Life (34 -35) - This is the estimated Itotal 

useful life of the item, not the estimated remaining 
life of the item. It is expressed in years and* sjiould 
be moved as far ,to the right as possible. 

Room Number (36-39) - This is a code, using alphabetical 

and/or numeric characters which descr^^s the room or 
area within the location code where the 'item "is assigned." 

Unit Cost (40-49) - This is the total cost of getting flhe 

fixed asset in such a state that it is functionally In 
cases of, newly purchased items, the invoice , not purchase 
order price, must be used. Any freight costs must! be 
included. This cost is to be entered by the central 
office from the vendor 1 s invoice. In the event thjat 
no documentation exists for ,the item, an estimate 
should be made. , 

Important Notes : 

(1) This is the cost of one (1) item. The 
total cost is not entered on this form 
but is computed with the aid of the 
quantity block. 

(2) Cents are always included in this figure, 
but the decimal poi N nt is not included 

Example: "the cost is $50.29; enter 
5029. 

In all cases , the cents will be entered 
• in blocics-4-8-49. 

-.28- ° ~ * (R-2) 



IV. 



Condition Code (S0) - This code* describes the physical 

condition of the item. Where group control is used, 
$ tin average ^should be utilized: 
S - Satisfactory Condition 
F - Needs to be repaired 



Once the Fixed Asset Maintenance Form has been completed, it 
should be scht to the Education Service Center to be keypunched 
and entered into the computer." The Maintenance Form will, as 



R - Needs to be replaced 




always, be accompanied by a completed Data Processing Request, 
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D£TB REQUESTED 
DISTRICT NAME . 
REQUESTED BY , 



IV, 

C. I'ROCfSSttNIi HKQUBST- 
FIXKI} ASSET INVENTORY 



D.lto Received „ 
Date Scheduled. 
"fim Complex 
Dale Shipped, 



□ 



D 



FIXED ASSET MASTER FILE UPDATE 



FIXED AS 5ET INQUIRY 



\ 

TYPE 



OF SORT PES I RED 



BY CAMPUS LOCATION 
BY, ROOM WITHIN CAMPUS LOCATION 
ITEM NUMBER WITHIN ROOM 
GRAND TOTAL 



by in 
witIh 



BY -FUND CODE 

BY ITEM NUMBER WITHIN FUND CODE 
WITH GRAND TOTAL 

BY GAIN CODE 

BY ITEM NUMBER WITHIN GAIN CODE 
WITH GRAND TOTAL 

BY ITEM NUMBER 
WITH GRAND TOTAL 

BY CATALOG NUMBER" 
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A. Computer Print-Out Explanation 



Ppfhaps the most* visual ly impressive result of the fixed asset 
system is the computer print-out. An actual computer print-out 
for ftfhe Gonzales schools is shown in reduced form on page 32 

; The print-out itself is composed of different areas or fields 
which each contain different information about the fixed assets. " 
At the top of each sheet is the date of the fixed asset inquiry 
and the name of the district involved. Above the actual data are 
the field descriptions for the data. Each particular item is 
represented by two lines of printed information. 
Exampl$: 

The f^st field on the left is the IT&M NUMBER , 
which is a unique- number which specifically identifies 
the article of furniture or equipment to the computer. 
Item numbers with an alphabet ical prefix represent 

items unde&; group control and items with all numeric 

U 

item numbers are under unit control. The unit con- 
trol item numbers are the same numbers as arp 
stamped on njetal tags and physically placed on the 

4 * 

item. Throughout this example we will consider item 
number 0000000920 on the print-out. The next field on 
the same linear the item number is the CATALOG NUMBER 
which identifies the article by type or class. - In 
this example, itefa number 0000000920 has the catalog 
number 02275 which was obtained from the catalog 
sys tern . 

The next field, the DESCRIPTION , is the largest 
$ and can accommodate fifty characters. In the example 
the description is TYPEWRITER, MANUAL- ROYAL MCP 11- 

37' ' 
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7402558 where the article itself, its manufacturer 
and its serial number are all indicated. 

The field with the heading LOG is the location or 
campus at which the^^em is located. m t It m is not, the 
actual name of the location but its code; In the 
example, the location code is 001, which represents 
Gonzales High School. 

• The ROOM field is the actual area within the 
location code where the article is located* *The 
abbreviations and codes used .in this field are de-« 
veloped by the inventory area directors and are most 
meaningful to them,, The ROOM code for our example 
item is J041JQ. ^ 

The GAIN code indicates hpw the items were ■ 
acquired. These codes are enumerated in the earlier 
description of the Fixed Asset Maintenance ForlnT^A 
GAIN code of one (1) indicates that the item was 
newly acquired. * 

STATUS code indicates the present status of the - 
piece of equipment. A status code of one (jL) indicates 
that . (he item is being actively used. 

it . - 

The UNITS field 'reflects the number of articles^ 

identified by the particular item number. Group 

control items will have a UNITS field of one (1) or 

greater , while 4 unit control , as in our example , will 

always have a UNITS field of one (1). 

• * ' v, 
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• -The UNIT VALUE is the cost- of one item repre- 

a 

sented by the item number. In thi^example, the 
unit cost is $145.00 for the typewriter. 

TOTAL VALUE is the unit v\lue multiplied by 
the units field. 

Information about item nuritber 0000000020 is also 
shown on the next line below the' item number. The 
first field on the s.econd line is entitled PONR which 
represents the purchase <order number and is used mafhly 
far new acquis itior>5 . * In our example, this field is 



blan|. 4 r ~ / 

,>jThe n^xt field, which is also blank, is VONR or 

■ . . • \ 

voucher number. This field is to contain, in the. 
case of Gonzales, the number of the check that -was 
issued to pay for the particular item. 

^ Right of the VONR field is the AQDT or acquisi^ 
tidn date field. This is the date that the item was 
'actually acquired. In many instances, in the Gonzales 
inventory, the acquisition date' was unknown, so the 
date of the inventory 041974 was used. This is the 
case with our example. 

The next field on second line is FUND, or 

the code of the fund which was used to purchase the 
"item. The fund codes are standardized and can be 
found in TEA Bulletin 67A. The fund code for item 
number 0000000920 is 104. 

Next to the FUND code is the ffUJL or estimated 
useful life in. years of the article. This field is 
to be used with new acquisitions. * . 

* -35- 39 (r-2) ' 



. . * 

The last f ield which is used to desc.r ibe? the 
particular itenvis the COND or condition code,, which" 
is a co'de which describes the physical description qf 
the, item. In our example, the condition code is S or , 
satisfactory. » ' 

. At the bottdm of- the- page are% the; totals figures . 
The tot,als indicated by three stars are^hose for_ 
the particular 'room, 0410 , in -which there are 44 

individual items with a total value of ! $1 ,339 , 00 , 

• • \ 

The two star totals are those for the entire, location. 

In the example, Gonzales High School has a total* of 

7,282 items with a total value of $2 ,707 ,352 , »64 . If 

there were a one 'staT^otal , it' would be for the entire 

Gonzales school' system. 
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A. Distribution of Annual 



Fixed Ass-et- 

pu^er Ptint- 



ntpry Com- 



COPY #1 



Campus A 



Campus B 



Campus L 



Campus M 



RETAINED 
INTACT BY 
THE CENTRAL 
OFFICE 



RETAINED 
INTACT / 
AT 

CAMPUS A\ 



RETAINED ) 
INTACT { 
AT > 
CAMPUS B 



RETAINED 
■ INTACT 
AT 

CAMPUS M 



CQPY «2 
Campus A 




Campus M 




Separated 
and dist . 
to indiv. 
Rooms at 
Campus A 



Separated 
and: dist, 
to indiv. 
Rooms at 
Campus B 



Separated ^1 
and di$t\ 
to indiv. 
Rooms at 
Campus M 



c o p y n. 

Campus A 



Room 1 



Room 2 
Room 3 



Room N 



us B 



Room 
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. Room 


2 




, Room 
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Campfls M 



Room 
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Room 
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Room 
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..Ois-tribution. Routing and Return of the jPyinfc-Qut 

The Computer print-out is to he used by t^e tegfhers to ' 

8-ssist them in taking their ajrn.u,a|_ AnventQry of 'furniture and 

equipment . Upon request from the. centra:!, eff ise by "use of a 

Processing Request, the- Education Service Center will run a 

fixed asset inquiry which will produce the Gonzales inventory. 
* - . . j» 

'Three copies of the inventory are to be supplied to the 

central office. A distribution diagram is shown on page 37 

The distribution of the copies follows : 

Copy 1: This is the. central office copy. and is to- 

b'e retained intact until *the time, of the next 

fixed as£et inquiry when it will' fre discarded.. 

Copy 2; T&is copy is to be divided by campus iQcatiem 

and distributed to the different aarrtpiises * 

Each campus office will keep their copy intact 

as ary of f ice copy , When a new inquiry is 

received by the campus, t-h^' old one' will be 

* * • 

.dis carded . 

J Copy 3: This copy is to be separated' by campus, sent 
to the campus directors, and then s^plit-up by 

• room or inventory location at 4 the campus level. 

■ .I- 

and distributed to the individual teachers or 
other persons who, will take the inventory. 
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The overall account code structure is designed to serve as both an efficient ac- 
count coding facility and a basic management tool. It creates a common language 
for use in controlling, recording, accumulating and reporting., the activities of 
the school districts* 

The code ranges are illustrated below: 



E D P PROGRAM/PROJECT 



CODE 
STRUCT U R E 



FUND 

Fund Group 
Sub-Fund - 



E D P BASIC 
, MINIMUM 



I MINIMUM 1 j | 

I ^ix-xx^xxxx^ X X -X X X p X 



fiscal Year 



FUNCTION 
Function Group 
Sub-Function — 



OBJECT 

Account Classification 

First Level object 

Second Level Object 

Third Level Object 



SUB-OBJECT 



ORGANIZATION 

Major 

Intermediate 
Detail 



PROGRAM 

Pupil Population 

Instructional Area or_ 

Arrangement Group 
Sub- Area/Arrangement _ 

Educational Span . 

Project Detail 



~> X X 



X X X 



The minimum information required by the Texas Education Agency will require nine 
(9) digits. These are the Fund, Function, Account Classification and Object 
Codes. U£e of the Sub-object, Organization and Program codes will depend upon 
the size of the district and its accounting requirements. . 

♦ 

BASIC SYSTEM CODE COMPOSITION: 



FUND CODE • A3 digit code 
the fiscal year. The 
specifies the fund; a 
of the appropriate fi 
fund for fiscal year 
first 2 indicates -the 
Regular and the last 



that identifies tihe fund group, specific fund, and 
first digit refers to the fund group; the second digit 
nd the third digit of the fund code is the last digit 
seal year* (for example - The ESEA Title I - Regular 
1972 (school year 1971/1972) will be coded 212 . The 
Designated Purpose Fund. The ^1 specifies Title I, 
2 is fiscal year 1972). 



FUNCTION CODE • A 2 digit code applied to expenditures that identifies the pur-/ 

Lon. The first digit identifies the major service ar<3a 
refers to the specific function within the area. (EX- 
"Health Service" is coded 33. The first 3 specifies 
le second 3 is Health.) 



pose of the transact i< 
and the second digit 
AMPLE - the function 
PUPIL SERVICES and the 
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ACCOUNT CI/>SSIFICATIQN CODE - A I digit code denoting the type of account affect* 
eij by a transaction.* For example - The Inventory, a ccQttnfc is . coded JL300. 
The account code _1 identifies an asset account and the 300 is the detail 
code that identifies Supplies and Materials. Code £300 "would indicate an 
expenditure account (6) for the object 300. Supplies and Materials. (see 1 
following) v iy 

OBJECT CODE - A 3 digit code identifying the object of an expenditure or a source 
of revenue. There are six major expenditure- and three major revenue object 
classifications. The first of ehe three digits identifies the ma"jor area 
and the second and third digits provide further sub-classifications, (for 
example, ihoney received from the Federal Government for # ^Head Start" Pro- 
ject would be recorded in account -5914 . The 5 denotes revenue, (account? 
classification) the £ shows Federal Sources, Transfers and Npn-Revenue 
' Receipts, the 1^ is Federal and the 4 is Head Start projects.) 

SUB-OBJECT ^ A 2 digit code for use if required to further breakdown an object 
code. For example, Object Code 6391 - General Supplies, may be further 
expanded to 6391. XX to identify items such as paper, pencils, workbooks, etc. 
The Sub-Object code may also be used in lieu of a program or project code 
to identify expenditures which must be reported periodically i.e., Special 
Education, Vocational Education, etc. 

ORGANIZATION CODE 9 A 3 digit code identifying the organization affected by a 

transaction, (i.e., High School, Bus Barn, Superintendent's Office, etc.)t 

/ 

PROGRAM CODE COMPOSITION: 

PUPIL POPULATION GRQUP CODE - A single character alphabetical code that identi- 
fies types of students for whom programs have been specifically designed. 

INSTRUCTIONAL AREAS AND/OR ARRANGEMENTS CODE -A 2 digit code used to designate 
~ the activities dealing directly with the teaching of students; direct 

interaction of pupils and teachers designed to ptoduce learning according to 
'subject areas or instructional arrangements described herefin, Should the 
district not require detail breakouts, coding may be effected by 'class, 
i. e. code 10 for all regular basic skills; code 30 for all remedial, etc. 

EDUCATIONAL SPAN CODE - A single alphabetical character code that identifies 

programs/projects designed for groups or classes at various instructional 
levels. 

PROJECT DETAIL CODE -A A 2 digit code that may be used by the district to further 
describe the Program, .i. e», 01 might be English 1$ 02 is English II, etc. 

When classifying a transaction such as an expenditure, answering the following 
questions will assist in proper application of accounting codes: 

* (Q) How and when is the expenditure financed? (A) Fund Code 

» 

(Q) Why was the expenditure made? (A) function Code 
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(Q) What 
(Q) Wher 



(Q) Who 
(q) .What 



was purchased? (A) Objects Code 

e is the^beneficiary of the expenditure located? (A) Organisation Code 
are the students benefited? (A) * Pupil Population Group Code 




EXAMPIJS: 

Assume a 
related 
evening 
high' sch 
follows 



XX. 



is the subject matter or differentiated instructional arrangement? 
Instructional Area/Arrangement Code. 

instructional level is to be charged? (A) Educational Span Code 



program locally developed to provide an innovative course in compute? 
thematics at the 11th grade level for adults. Classes are held during 
ssions and are the responsibility of the principal of one of the local 
Is. The salary of the teacher during 1971-1972 would be coded as 



ma 
se 



OD 



FUND 
102 



FJNC. 



OBJ. SUB. 



6111 00 



ORG. 



015 



PUPIL POP. 
GROUP 

V 



INST. 
AREA 

19 



ED. 
SPAN 

M 



PROJECT 



, 22 



Fund code 102 is the general operating fund for fiscal year 1971-72. Function 
cqde-s i.1. indicates direct classroom instruction. ""Object code 6111 denotes an 
expenditure for professional salary. The organization code 015 is the campus 
code for the hypothetical high school. Pupil population group V is other 
adults, instructional area 19 is mathematics. Educational Span M indicates 
11th gradk. If this were local project number 22 (in sequence) that number 
could be assigned. 



NOTE: 



No! single code can give the complete^ transaction information required, 
Th0 fund, function, account classification and object code (9 digits) c 
bijie to provide the minimum information and allow extraction of varying 
fipcal data for school -management. 



om- 
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FUND CODES-DESQRIPTION 



GODE 



CLASS* DETAIL 



fTIND TITLE 



10X 



2OX/30X 



GENERAL OPERATING FtiND 

The purpose of this fund is to account: -for all trans- 
actions having to do with the operations' of the school 
district's regular program's. This independent account*" 
ing entity with its own, assets, lilfaiMfeieft* and fund 
balances will include transactions; involving the State Y 
and County Available, Local Maintenance t . T^n^partfatiPR; 
Fund* and the Schools for the Deaf Fund* Stafc^ and Csujftty 
Available , Local Maintenance * Transports ion, m# : 
Schools for the Deaf Funds may be separated into sub* « 
funds Within the General Operating Fund/ The General 
Operating Fund contains all funds that are not retired* 
to be identified separately within other fund groups. 

11X Local Maintenance - This sub-classif ication of the 

fund group includes Local Maintenance and Salary and 
Operation Funds, 

12X Transportation - This sub-classification of the fund 

group Includes all State Transportation funds* 

13X State and County Available - This sub~classif ication of 

the fund group includes on ly v State and County Available 
Funds. 

16X Schools for the Deaf - This sub-classif ication of the 

fund group includes allocations of salaries and other 
monies from the State for the operation of regional^ 
county wide, and bi-county schools for the deaf. 

J DESIGNATED PURPOSE, FOND , ■■' " ' 

The .purpose of this fund group is to account 1 for all 
transactions of programs that are of a special nature. 
Prografns that are designed for specific purpose and that 
have 'special requirements as to the accountability of the 
funds are coded as sub-classifications of the fund groups. . 
Separate bank accounts and separate general ledger accounts 1 
are not necessary for separate accountability of the sub- } 
classifications, ' * 

21X Title I, ESEA -Regular - This sub * cla s s i ft cat ion oF~t$ 

fund group includes all projects under the regular 
Title I program* 



ERLC 



22X Title I t ESEA-Miftrant -.This sub*elassif icatiot includes 

all Title I-Migrant projects. When a district >^rtici* 
pates in more than one migrant program > the ift dividual 
programs may be identified by use of the detail code 
(project code).* 

NOTE; the 3rd digit of>- the fund coHe $roup (depicted as X) is the last 

o£ the applicable fiscal year* i*e» ,,,1972 is 2« V/ - — **a -\ 
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FUND CODES-DESCRIPTION (Continued) ' 




i 

CODE 
CLASS DETAIL 




FUND TITLE 




23X 




Title II, ESEA - The intent of this oroeram is to' 
assist schools in making available library resources, 
textbooks, and other printed and published -materials 
to all pupils and teachers ia both public and non-^ 
public schools. The improvement pf the instructional 
program in all grade levels is of primary conpern. 
Equipment, furniture, remodeling, personnel, and main- 
tenance supplies for printed materials are not allow- 
able in this}fLrogram. 




3 AX 




Title III, ESEA - Funds are available for innovative 
educational programs. A variety of activities may 
be included depending on approval of the program. 


- 


26X 




Title VII, ESEA - Funds are Available for programs in 
bilingual education. - | 




27X 




Title VIII, ESEA - Funds ar^l available for programs 
to prevent school drop-out's* 




28X 

e 




0.E*.0. - All Economic Opportunity Act of 1964 funds 
received direct ly from Federal Agencies for the many 
programs within this act may be accounted for by use 
of project codes. Each project will have expenditure 
limitations. - 

• 


* 


29X 




Manpower Development and Training Act -. This program 
provides technical occupational training, for the un- 
employed or underemployed who cannot be expected to 
obtain appropriate full-time employment without train- 
ing. Training al lowances , subsistence allowances, 
and instructional costs are provided for in this pro- 
gram. J 




3 IX 




Adult Basic Education - Grants are to provide for or 
support ^programs for educational training in the 
fundamental skills of reading, writing, speaking, and 
arithmetic. Persons JL 8 years or older, that are not 
attending a regular public school v program, and who 
have only an eighth grade oi£ less education may re- 
ceive the services. Instructional and supervisory 
salaries and certain supplies and equipment may be 
purchased to provide the service to eligible partici- 
pants of this p r ogr am . 


.-3 


t 
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FUND CODES *- DESCRIPTION (Continued) " + " 


CLASS 


CODE . 

DETAIL 


FUND TITLE 




32X . 


Vocational .Education - Funds are* available to provide 
assistance in providing vocational education opportune 
ities in the fields of agriculture* homemaking , trades, 
and industry and distributive occupations. Travel 
allowance, equipment, certain construction' and re* ; 
modeling, certain supplies, and salaries way be pro*,, 
vided for out of these funds. . ) 




33x 


Title III, NDEA - Funds are avai lable* for instructional 
materials, equipment a and minor remodeling when such 
expenditures are primarily for educational needs in 
the critical subject area#. The critical subject 
areas are defined by this Act and State Board Policy* 




36x 


ESAP-Federal - All Emergency School Assistance Program 
funds received directly from Federal sources. 




37X 


Title I-Part C - All Federal Special Grants for Urban 

and Rural Areas received under PL 89-10, as. amended. 

< 


5CK 




INTEREST AND BONDED DEBT FJND , 

This fund will include all accounts necessary to record 
transactions affecting the value of the unpaid principal of 
bond issues, value of cash on deposit in the interest^and 
sinking fund, the value of any temporary investments; and- 
the amount of current interest and principal requirements. 
An approved bond register should be made a part of the re- 
cords of this account group. 


60X 




CONSTRUCTION FUND 

This fund will account for cash funds for construction, the 
value of construction-in-progress , and the related group bal- 
ance and liability accounts. 


7CK 


t 


ENTERPRISE FUNDS 

This fund will include all accounts necessary to record 
transactions having to do with' enterprise areas such as stu- 
dent activity, and athletic programs^ Each enterprise aetiv* 
ity program will be classified as a sub-fund. All transac- 
tions affecting these enterprise activities should be re- 
corded in this fund. ^Financial , support by the General Oper* 
ating and other funds must be recorded in this fund. 




71x 


Food Service - This sub*classif ication includes all 
food service activities of the school district, - 




72X 


Athletic Programs All athtetib activities not a part 
of the regular instructional program will be recorded 
in this classification. * 0 
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FUND CODES - DESCRIPTION (Continued) 



COPE 
CLASS DETAIL 

73 x 



90x 



" FUND TITLE " . 

•> Student Activity Program - This sub-elassif ication in- 
cludes all student activities not identified in other 
funds or sub-fund classifications. 

GENERAL FIXED ASSET ACCOUNTS - , 

This set of self -balancing accounts is to account for those 
fixed assets which are not accounted for in the Construction 
Fund. This, self -balancing group of accounts will account 
for specific pieces of property such as equipment, land, 
and buildings. These items must be of a tangible nature and 
have a life expectancy greater than two years.. 
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• SCHOOL FINANCE 

We cannot* say that past or current financing of schools have unquestionabl 
rights,, but it/dan be said current and future financing should be utilized so 
as to provide the optimum democratic approach for assuring Quality Education 
for all children of Texas within the Goals fpr Public School Education. 

In explaining Quality Education for alU children, without an adequate 
equalizing factor in the state design for public education many of our schools 

find it necessary to restrict their services to that below a desirable level. 

• y •" 

Equality of education is a consideration which must be taken into- account. 
In equality of education the totality of the individual's characteristics and 
makeupt/his developmental needs, and his educational environment must, be 
considered. Equality of education is not identical educational processes ^ 
but a variety of educational processes is equality education necessary for 
Quality Education for all children . The cost factor is essential for equality 
education. 

kt is apparent .that Quality Education possessing equality of education 
must be brought itit© congruency with financial support. Furthermore, 

financing the school program throughout the state necessitates consideration 

v. 

of cost of salaries, equipment, materials, supplies, and facilities relevant 
to outcomes to be found in the expectancies of QuajLitiy Education. Also, 
reasonableness of the program in terras of the state's potential to be able 
to carry the burden of cos| is a factor considered. 

Computerized inventory systems may contribute in an important way to 
current and future financing of schools* 

Dr. Arnold Payne 4 ^ 
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